MSS 100 MySCEmployee Manager Self Service HR/PY

SWEEIS

South Carclina Enterprise nformation System

MySCEmployee
Manager Self Service - MSS100

End Lisad Training Bw B

Calumbia, 5C

Welcome to MySCEmployee MSS100 — Manager Self Service.
This course will provide state managers and supervisors with the
terms, concepts, knowledge and skills associated with using the
MySCEmployee Manager Self Service website.
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MySCEmployee Overview SEIS

The MySCEmployee component is an important
feature of the South Carolina Enterprise
Information System (SCEIS). Available online
nearly 24 hours a day, 7 days a week, it will
provide a convenient way for employees to view
and update their personal information, view pay
stubs, request leave and enter time, if applicable.
The Manager Self Service part of the
MySCEmployee website is meant to make it easier
for managers to complete the review and approval
of leave, time and travel related tasks submitted by
their employees.
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HR/PY

Course Learning Objectives SGEIS

@ Upon completion of this course, you should be
able to:

- Log on and navigate within the MySCEmployee
Manager Self Service website

- View employee general information and compensation
information

- View the team calendar

— Approve employee time submissions and leave requests
— Create a substitution

— View organizational profiles

— Access and run Manager Self Service reports

Upon completion of this course, you should be able to:

-Log on and navigate within the
MySCEmployee Manager Self
Service website

-View employee general
information and compensation
information

-View the team calendar

- Approve employee time
submissions and leave requests

- Create a substitution
- View organizational profiles

- Access and run Manager Self
Service reports
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Screen Resolution Tips SEIS

For the best leaming experience, verify you are viewing the course using:
1. Internet ExplorerGor 7
2. An 800 by 600 screen resolution

3. The Full Screen mode
= Toincrease your browser window to full screen mode:
= Prass the F11 key on your keyboard (press the F11 key again to raturn to
regular screen mode) OR
« Click the View menu on the Internet Explorer tool bar and then select Full
Screen (press the F11 key to return to regular scréen made)
Note: For assisfance wilh changing your screan resolulion or changing your Seraod wWaw,

T

contact your Agency s [T Department

Before beginning the course, please verify the following settings on your computer:

1. You are using Internet Explorer 6 or 7
2. Your screen resolution is set to 800 by 600

3. You enabled the Full Screen mode
* Toincrease your browser window to full screen mode:

* Press the F11 key on your keyboard (press the F11 key again
to return to regular screen mode) OR

* Click the View menu on the Internet Explorer tool bar and
then select Full Screen (press the F11 key to return to
regular screen mode)

Note: For assistance with changing your screen resolution or
changing your screen view, contact your Agency’s IT Department.

03/26/10 © State of South Carolina Page 4



MSS 100 MySCEmployee Manager Self Service

HR/PY

Navigation

SCEIS

Before you begin the course it is important for you to have an understanding
of how you will be navigating throughout the overall course and within 2ach
lesson. On each page there will be buttons to help you work through the

COUrse,

 Start the Lesson

The Start Lesson button appears on the Main page for
each coursellesson, Chcking this bution begins the
Courss

Thea Naxt and Back appear withan @ach lesson. By dicking
the NEXT bulton the lesson will advanca one slide.
Clicking the BACK button will move the lesson back to the
pravious shde.

This course was developed 1o provide realistic experlences
of what it would be like to use the MySCEmployee
wabsite, Throughout the differant course lessons, you will
click images and web links fo take you further into the
course just as you would if you were in the real
environment

Before you begin the course it is important for you to have an
understanding of how you will be navigating throughout the
overall course and within each lesson. On each page there
will be buttons to help you work through the course.

The Start Lesson button appears on the Main page for each
course/lesson. Clicking this button begins the course.

The_Next and Back buttons appear within each lesson. By

clicking the NEXT button the lesson will advance one slide.

Clicking the BACK button will move the lesson back to the

previous slide.

This course was developed to provide realistic experiences
of what it would be like to use the MySCEmployee

website. Throughout the different course lessons, you will
click images and web links to take you further into the course
just as you would if you were in the real environment.
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Navigation (con't) S@EIS

Throughout the lessons, demonstrations

G — will show employees how different tasks are

Sl‘ﬂp Demonstration| completed wﬂhi: MySCEmployee, The manager
will have the option of aithar viewing tha
demonstration or skipping the demonstration. A
manager should only skip a demonstration if they
feel they have a good understanding of the
infarmatian, by clicking the SKIP
DEMONSTRATION button.

| Course Evaluation | Finally, 5t the conclusion of the course, we have

‘ ) provided 3 COURSE EVALUATION button It is
very inportant thal evaryone lake a momant 1o
complete the course evaluation in order to track
course completion

Notlce: The screen images provided i this course ane 88 of March 22 2010

Throughout the lessons, demonstrations will show employees how
different tasks are completed within MySCEmployee. The
Manager will have the option of either viewing the demonstration
or skipping the demonstration. A manager should only skip a
demonstration if they feel they have a good understanding of the
information, by clicking the SKIP DEMONSTRATION button.

Finally, at the conclusion of the course, we have provided a
COURSE EVALUATION button. It is very important that everyone
take a moment to complete the course evaluation in order to track
course completion.
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HR/PY

Course Lessons SEIS

@ Lesson 1: Logging into the Manager Self Service Area of the
MySCEmployee Website

@ Lesson 2: View Employee General and Compensation
Information

@ Lesson 3: Approve Employee Time Submissions
@ Lesson 4: Approve Employee Leave Requests
@ Lesson 5: View the Team Calendar

@ Lesson 6: Create Substitutions

@ Lesson 7: \View Organizational Frofiles

@ Lesson 8: Run Reports

* Review and Summary

Approximate Course Time: 1 hour

This course includes the following lessons:

Lesson 1: Logging into the Manager Self Service Area of the
MySCEmployee Website

Lesson 2: View Employee General and Compensation
Information

Lesson 3: Approve Employee Time Submissions
Lesson 4: Approve Employee Leave Requests
Lesson 5: View the Team Calendar

Lesson 6: Create Substitutions

Lesson 7: View Organizational Profiles

Lesson 8: Run Reports

Review and Summary

Please note that all managers should also complete the
MySCEmployee Employee Self Service — ESS100 to course to
learn how to perform their own administrative tasks in support
of life and work events including submitting a leave request,
viewing pay statement, and updating personal information.
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Course Map SWEIS
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This on-line course is divided into multiple sections based on
the lessons required. The course map will be your guide to
allow you the flexibility of completing one lesson at a time, at
your convenience. Each lesson contains a link that will take
you to the course material for that specific lesson. Upon
completion of each lesson, the course overview button will
return you to this Course Map. Please complete all lessons.

Upon completion of all 8 lessons, please click on the course
summary button to complete the course.

It is important to note that this course does cover travel and
expense approval but the travel portion of MySCEmployee will
not be deployed until January 1, 2010.
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SWEIS

South Carclina Enterpasa information Systam

LESSON 1: Legging into the MySCEmployee
Website

LESSON 1: Logging into MySCEmployee Website
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HR/PY

Lesson 1 Learning Objectives SEIS

@ Upon completion of this lesson, you should be
able to:
- Access and log into the MySCEmployee Website

— Navigate to the Manager Self Service home page
(Universal Worklist)

- Access the different work areas within the Manager Self
Service website

0

Lesson 1
Upon completion of this lesson, you should be able to:
- Access and log into the MySCEmployee website
- Navigate to the Manager Self Service home page (Universal Worklist)

- Access the different work areas within the Manager Self Service area of the
MySCEmployee website
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HR/PY

MySCEmployee Login Page

SEEIS

1. Using your web browser (e.g. Internat Explorer) type hit

dimyscemployes.sc.gov

2. Enter your User ID and Password In the areas indicated

3. Click the Log On button to be directed to MySCEmployee

MySCEmployee _
powarnd by SWEIS

Entor User iD

Eniar Pasawond

Click Lag Gn

Welcome South C;rurina State Employees )

To access the MySCEmployee website:

1.

Using your web browser (e.g. Internet Explorer) type

https://Imyscemployee.sc.gov

Enter your User ID and Password, which will be provided

prior to your agency’s go-live date, in the areas indicated.

You will use the same User ID and Password for Manager
Self-Service that you use for Employee Self-Service

Click the Log On button to be directed to MySCEmployee

Note: This link is not currently active. Once your agency goes
live with the system and you have received your user ID

and Password, you will be able to go to the log-on screen

to enter your information

3/26/2010
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MySCEmployee Main Page S@EIS

Managers accass the website just like amployeas. The anly diference is that
managers will see a Manger Self Service tab next to the Employvee Self Service tab.
Click the Managar Seif Service tab to access Manager Self Service.
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Managers access the website just like employees. The only
difference is that managers will see a Manger Self Service tab
next to the Employee Self Service tab. Click the Manager Self
Service tab to access Manager Self Service.
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Manager Self Service — Area Page
(Main Overview) SGEIS

Upon clicking the Manager Self Service tab, the Universal Worklist is displayed. Think of
this as your Manager Self Service home page. The image below displays the page in its
entirety and the screens that follow provide further detall on the different areas of this
page.

My BLE=pioyes PR

P
i
i

Upon clicking the Manager Self Service tab, the Universal
Worklist is displayed. Think of this as your Manager Self
Service home page. The Manager Self Service area page
contains a lot of information. The image below displays the
page in its entirety and the screens that follow provide further
detail on the different areas of this page.
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anager Self Service — Area Page
(Main Overview)

SCEIS

Manager Self Service provides a single access point for managers to find employee Information and
perform certain managerial ashks,

1 Mofioe that the Manages Ball Sarvice lab urned green because i 15 now ocive
2 Through ire Manager Sed Servics fnenmjalsan sir usture, winch appaars on the Ei-hand ade of e soreen, you can
acpass four primary ioiders (My Work Orearcaw, My Team My Orpanzation and by Hapars)
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Manager Self Service provides a single access point for
managers to find employee information and perform certain
managerial tasks.

1. Notice that the Manager Self Service tab turned green
because it is now active.

2. Through the Manager Self Service navigation structure,
which appears on the left-hand side of the screen, you can
access four primary folders (My Work Overview, My Team,
My Organization and My Reports).
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Detailed Navigation SGEIS
This graphic shows the Manager Self ' Lcimisadciis e | B
Service Detailed Mavigation area when all = £3 Nty Work Grririow
folders have been expanded. To expand or * Thsks snd Alors
collapse a folder click the black triangle SNy o
that appears to the left of the folder icon Earman
= Gersml Informatian
Within the My Team folder there are three = Comporsation Wkt
subfolders that managers will most often TSR P T
* Apgrove Time Sheet Data
use: B B
+ Employee Information, = Toam Calandar
+ Employee Working Times, and 'wam
+ Travel Management. i :"m". =
+ Sanrch Organikstonal Process
=13 My Raporte
+ Reparting
15

This graphic shows the Manager Self Service Detailed
Navigation area when all folders have been expanded. To
expand or collapse a folder click the black triangle (node) that
appears to the left of the folder icon.

Notice in the My Team folder there are three subfolders that
managers will most often use (Employee Information, Employee
Working Times and Travel Management) .
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HR/PY

anager Self Service — Area Page
(Main Overview) SWEIS

The Universal Worklist has four tabs that organize information — Tasks, Alerts
Motifications and Tracking, The Tasks list is the default tab and displays your employees’
leave and travel requests

| Freemreai woricins o
AN e i  Tuarg | g
vy —— R L _':-..-.'.E.-'u'.".'.n..-_a, =) -  Comaba Yiai | Tery R P =,
| s E | e TS ey S M o T sma T
| ik Sxreed et Al JEEFD Srngwe K ewiltani  Tory Woctnal ) SepfLTNS W

| . spneny ey Bl % saalTEns. - Todsy Neersd | 4 e
o | e U Scdwrneey banes Sroeant ! wnnirmnd. Todmy Hormsi 1 N
Eadgiped | L girs (psusy] & esglimnk,  Todey oo 1 e

| Main s Senr Lsirs Brssanl © sunind, | Seg .28 Hormad 1 e
Wiee Sor Semrys Ganes Ueseni n snatrm, g B RN Hormasl 1 N

The Universal Worklist has four tabs that organize information —

Tasks, Alerts, Notifications and Tracking. The Tasks list is the
default tab and displays your employees’ leave and travel
requests.
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anager Self Service — Area Page
(Main Overview)

SCEIS

Reminder of Dates section [ _ursversal wockiat
includes the following
information:
October 2003 DateaiTask for AN Employeea
» Reminders for training, Date Evenl Tame:
credential checks and other o
work related relevant SSSRu A .
employee dates. i LS
+ Employee birthdays.
Mote: You cannot add your own
dates as the reminders originate
from the employees’ master
records. T
HES "0 EEE
By onth Frevious | Hext

Reminder of Dates, found at the bottom of the Universal
Worklist alerts you of the following information:

*Reminders for training, credential checks and other work
related relevant employee dates.

*Employee birthdays.

Note: you cannot add your own dates as the reminders
originate from the employees’ master records.
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Lesson 1 Summary SWEIS

@ You should now be able to:

— Access and log into the MySCEmployee website

- Navigate to the Manager Self Service home page
(Universal Worklist)

- Access different work areas within the Manager Self
Service area of the MySCEmployee website

in

Lesson 1 Summary
You should now be able to:
- Access and log into the MySCEmployee website
- Navigate to the Manager Self Service home page (Universal Worklist)

- Access different work areas within the Manager Self Service area of the
MySCEmployee website
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SWEIS

South Carclina Enterpasa information Systam

LESSON 2: View Employee General
and Compensation Information

BHEB

LESSON 2: View Employee General and Compensation
Information
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Lesson 2 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:

- Access and review employee general information
« Understand how to enter time and leave requests on behalf of an
employee
= Understand how to change an employee's contact
information/emergency contact infarmation

- Access and review employee compensation information

n

Lesson 2 Learning Objectives

Upon completion of this lesson, you should be able to:
- Access and review employee general information

» Understand how to enter time and leave requests on behalf of an
employee

» Understand how to change an employee’s contact
information/emergency contact information

- Access and review employee compensation information

3/26/2010 © State of South Carolina
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Employee Information

SEEIS

To access your employee’s
General Information and
Compensation Information, expand
the Employee Information folder
and click the area you want to
review first.

I Detailod Navigation lig?

=0 My Work Overvigw
e —
* L1 My Team
= Toam Overvew
* 3 Emadnyes nformalian
= Genersl informalicn
s Compensstion iiformation
= [0 Engioyes Warking Tend
= Agprove Time Shest Datn
» Agprove Leavs Requests
= Tk TR0
= [ Travel Management
= Agppreve Trps and Expenses
3 My Organizaton
= Simr Qrganzational Process
« Bearch Orgarsrational Procesa
[ My Aeparts.
= Reporimg

To access your employee’s General Information and

Compensation Information, expand the Employee Information

folder and click the area you want to review first.
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Employee General Information SGEIS

Clicking the General

Information fink displays e I
Ganeral Employes .
Inforrmation [ ==

Employes information = e

displayed on this page

includes

= Basic employee
information, R S pR———

= Ernitering working tirre and
leave requesis on their L e — s
behalf, and = — o e

= Maintalining and Viewing an e =
employes's address and = =
emengency contact = |
mformation. —= — - —— —

This image dizplays the page -
in its entiraly and the screans S
that follow provide additional

detail of this page.

Upon clicking the General Information link from the Detailed
Navigation area, General Employee Information is displayed.

Employee information displayed on this page includes:
*basic employee information,
*entering working time and leave requests on their behalf and

* maintaining and viewing an employee’s address and
emergency contact information.

This image displays the page in its entirety and the screens that
follow provide additional detail of this page.

3/26/2010 © State of South Carolina Page 22



MSS 100 MySCEmployee Manager Self Service

HR/PY

Employee General Information SWEIS

O the top middie of the Employes General Information page is a gection called
Employee Search, This section displays a list of your direct report employees. When you
click an employee's name, the lower part of the screen displays the employes’s data. If
you wanted to view Michelle 5. Dickersan's information, you would click her name.
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Ly mry favaey RLLOnET Wik I Cumod - ADUIRTTHATVE BRETIALET | AGECULTIRAL SERVIES TATRION  COMUESEMESTS JFFL
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ThppEE nore BEEE111Y it W Covrodl | FEAD R CAET | ROALTRY &[G DY PARTUENT COMUSSOIESTS OFFE
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On the top middle of the Employee General Information page is

a section called Employee Search. This section displays a list of

your direct report employees. When you click an employee’s

name, the lower part of the screen displays the employee’s

data. If you wanted to view Michelle S. Dickerson’s information,

you

would click her name.
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Employee General Information SWEIS

Aftar clicking on Michelle 5. Dickerson's name, information about her s available
throughout the different regions of the page
= General Data ares: overview of her master data, organizational data and contact

infermaticn
« Company Properties area: shows that Michelle has been izsued a state-owned laptop
computer,
r 1 -
Ulieneid Puis | o i || G fueny Progeinien
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After clicking on Michelle S. Dickerson’s name, information

about her is available throughout the different regions of the

page.

* General Data area: overview of her master data, organizational

data and contact information.

« Company Properties area: shows that Michelle has been
issued a state-owned laptop computer.
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Employee General Information SWEIS

In the Personal Cata area, her home address is displayed.

In the Monitoning of Tasks area, dates, reminders and tasks are displayed for items such
as the employes’s career eligibility date, her EPMS review date and other relevant dates.
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In the Personal Data area, her home address is displayed.

In the Monitoring of Tasks area, dates, reminders and tasks are

displayed for items such as the employee’s career eligibility
date, her EPMS review date and other relevant dates.
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Employee General Information SGEIS

Activities that can be complated in the Related Activities area include:
+ Recording working time on behalf of an employee,
= Requesting leave on behalf of an employee,
= Viewing an employee’s available guota balances,
* Maintaining the selected employee's addresses and emergency contact information, and
= Wiewing the employee's personal data.

Mote: The manager will still need o approve the employee’s time using the nomal process
of Approving Time Sheet Data through Manager Self Service.
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Hastash o deiglly’ Whe aheals A yoiul eSpliyeEs

pog Erowrgensy Lampol

Erizanai Duta

vou will 958 nead I aponses B wros reguast
A8 ® sEpaTale procees
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Activities that can be completed in the Related
Activities area include:

* Recording working time on behalf of an
employee,

» Requesting leave on behalf of an employee,

* Viewing an employee’s available quota balances,

» Maintaining the selected employee’s addresses
and emergency contact information, and

* Viewing the employee’s personal data.

Note: The manager will still need to approve the

employee’s time using the normal process of
Approving Time Sheet Data through Manager
Self Service.
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Employee Compensation Information SWEIS

Managers can also view
Employee Compensation
[nfarmation.

To wview this information:

« Click the Employee
Compensation link,

+« Then click on the name
of the employes whose
information you want to
Vigw,

Managers can also view Employee Compensation Information.

To view this information:

*Click the Employee Compensation link,

*Then click on the name of the employee whose information

you want to view.
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Employee Compensation Information SWEIS

The Salary Data section

displays:

*The employee's annual Al T | s

salary,

«Pay scale information,

and

*Their salary range for il

their pay grade.

e
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The Salary Data section displays the employee's annual salary,
pay scale information, and where they fall in the salary range

for their pay grade.
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Lesson 2 Summary SWEIS

@ You should now be able to:

- Access and review employee general information
= Understand how to enter time and leave requests on behalf of
an employee
« Understand how to change an employee’s contact
information/emergency contact information
- Access and review employee compensation
information

Lesson 2 Summary

You should now be able to:
- Access and review employee general information

» Understand how to enter time and leave requests on behalf of an
employee

» Understand how to change an employee’s contact
information/emergency contact information

- Access and review employee compensation information
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SWEIS

South Carclina Enterpasa information Systam

LESSON 3: Approve Employee Time
Submissions

LESSON 3: Approve Employee Time Submissions
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Lesson 3 Learning Objectives SEIS

@ Upon completion of this lesson, you should be
able to:

- Access and administer employee time submissions

"

Lesson 3 Learning Objectives

Upon completion of this lesson, you should be able to:
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Before continuing with this lesson, you should familiarize yourself with the
following terms, which will assist you in managing the time approval process

| Tesm What it Maadiz:
Approve All Select to "Approve Al displayed time for the employes,

Mote: The system will dafaull b this aption. Manages need b be cautious that fhey oe
appreing the bme which hey infandad

Reject Al Select to "Reject All" displaysd time for the employee. The employes will ses the
rajectad thme the next tiime haisha logs on fo Employas Sell Service and goas 1o the
Record Working Time service.

Mote; Smoe the rejected Bme should be resibmited ina bmely mannes, the TSnaer
abauld foldy (Pe ermployes al Fiahear tmes was rejectad
Resubmit All Select to “Resubmit Al displayed time for the employee, This excludes the tima

clata from being approved or rejeciod and will be available in the Approwe Time
Shoot Data serdce until procossed (approved or rejected),

Mote: This aption & primanly used IF e manager dees Aol have araugh inftsrmalion 1o
Bpproveirejec sameone's lime &nd woul d B 1o come back ba iF al a later poinl. Yeb 1he
meanager wosdld ke 10 continis sith spprowing the tme Tor hisfhar alhar emplovees

Before continuing with this lesson, you should familiarize yourself
with the following terms which will assist you in managing the time
approval process:

Approve All:
Select to “Approve All” displayed time for the employee.

Note: The system will default to this option. Managers need to be
cautious that they are approving the time which they intended.

Reject All:

Select to “Reject All” displayed time for the employee. The employee
will see the rejected time the next time he/she logs on to Employee
Self Service and goes to the Record Working Time service. Note:
Since the rejected time should be resubmitted in a timely manner, the
manager should notify the employee that his/her time was rejected.

Resubmit All:

Select to “Resubmit All” displayed time for the employee. This
excludes the time data from being approved or rejected and will be
available in the Approve Time Sheet Data service until processed
(approved or rejected). Note: This option is primarily used if the
manager does not have enough information to approve/reject
someone's time and would like to come back to it at a later point. Yet,
the manager would like to continue with approving the time for his/her
other employees.
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Steps to approve your employee’s time
sheets:

1. Navigate to the Detailed Navigation
section

2. Expand the Employee Working Times
falder found in the My Team folder

3. Click Approve Time Sheet Data.

Note: When your employees enter and
submit time to you through Employee Self
Service, their fime sheet data is sent to
Manager Self Service for your approval.
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s Approve Leavs Regquests
= Team Casmnoar
[ Travel Management
= Aspreve Trpa snd Expenses
13 My Drgantzahon
= Simr Drganzatonal Process
« Bearch Organcratonal Frocess
» [ My Repans
= Reporimg

To approve your employee’s time sheets: Navigate to the
Detailed Navigation area, expand the Employee Working Times

folder found in the My Team folder, then click Approve Time

Sheet Data.

Note: When your employees enter and submit time to you

through Employee Self Service, their time sheet data is sent to
Manager Self Service for your approval.
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Aftar clicking tha Approve Time Sheat Data link, vou will sea a View drop dewn manu,
which allows you to display how you would like to view the list of time submissions.

Options include: weekly, daily and with or without charge objects for 2ach submission

The example below shows a daily view of the three employees who have submitted time
to the manager, The weekly view will make it easier to manage the time approval process.
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After clicking the Approve Time Sheet Data link from the
previous screen, you will see a View drop down menu, which
allows you to display how you would like to view the list of time
submissions.

Your options include: weekly, daily and with or without charge
objects.

The example shown is a daily view of the three employees who
have submitted time to the manager. The weekly view will make
it easier to manage the time approval process.
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Simple View = Weekly makes it @asier 1o manage the approval process. By comparing the
Number (Hours} and Target Time columns, a manager can identify employees who have
nat entered their time according to their work scheduis

In the example below, Willam J. Salvatore has submitted l2ss than his weakly target of
37.5 hours. His number column has turned red to let the manager know that the emplayee
has entered either too many or too few hours for the week

HNote: The simple view is the only display oplion that offers the companson of hours and it
is comparad to a full work week.
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Changing to Simple View — Weekly makes it easier to manage
the approval process. By comparing the Number (Hours) and
Target Time, managers can identify employees who have not

entered their time according to their work schedule.

In the example shown, William J. Salvatore has submitted less
than his weekly target of 37.5 hours. Because of this, his
Number column has turned red to let the manager know that the
employee has entered either too many or too few hours for the
week.

Note: The simple view is the only display option that offers the
comparison of hours and it is compared to a full work week.
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Simple View = Weekly allows you to click on the number of hours that have been
submitted by any of your employees to approve their time individually. The next few
pages demonsirate this process. They will show what happens if you click on the 35,250
haurs for William J. Salvatore.

If you know that all employees’ hours are correct, yod can leave the Approval column set
to Approve All fwhich is the default), click the Review button on the bottom of the page.
then after reviewing, you will be given the option to make a final approval of all your
employee's time submissions.
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The Simple View — Weekly allows you to click on the Number of
hours that have been submitted by any of your employees to
approve their time individually. The next few pages demonstrate
this process. They show what happens if you click on the
35.250 hours of time for employee William J. Salvatore.

If, on the other hand, you know all employees’ hours are
correct, you can leave the Approval column set to Approve All
(which is the default), click the Review button on the bottom of
the page, then after reviewing, you will be given the option to
make a final approval of all your employee’s time submissions.
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Aftar clicking on the 35 250 hours submitted by Williamn J_ Salvatore, you will see a list of
all hours submitted daily by him for the pericd of time you are reviewing.

Motice in the Approval column that the dafault is set fa Approve. However, you can also
FReject the time, or use the Resubmit feature, which aliows the time to stay in your time
approval gueue for later approval
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After clicking on the 35.250 hours submitted by William J.
Salvatore, you will see a list of all hours submitted daily by him
for the period of time you are reviewing. Notice in the Approval
column that the default is set to Approve. However, you can
also Reject the time, or use the Resubmit feature, which allows
the time to stay in your time approval queue for later approval.
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In the example below, the manager decides to:

= “Approve All" the time for Michelle 5. Dickerson,

# Use the "Resubmit All" for Mary Ann Simans, and
+ “Reject All" for William J. Salvatare,

After selecting the appropriate approval status for each employee. click the Review

button
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Continuing our example, the manager decides to Approve All
the time for Michelle S. Dickerson, use the Resubmit All for
Mary Ann Simons and Reject All for William J. Salvatore.

After selecting the appropriate approval status for each
employee, click the Review button.
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After clicking the Review button on the
previous screen, you will see a breakdown
of the time you are reviewing divided into the

three categories you chose; i — e
* Rejected Working Times s dreii B
= Working Times Set to Resubmission e
= Approved Working Times = == -
[Ty —— =
Although it is difficult to see, William J. e T
Salvatore's time has been set to be e G ——
Rejected, Mary Ann Simons' time has been = === =
set for Resubmission and Michelle 5. - | o
Dickerson's fime has been set for Approval o ARIE s
- =

Once you click the Save button the time will mn — -
be processed accordingly, =

¥
L
¥

After clicking the Review button on the
previous screen, you will see a breakdown of
the time you are reviewing divided into the
three categories you chose:

* Rejected Working Times
» Working Times Set to Resubmission
* Approved Working Times

Although it is difficult to see in the screen shot,
William J. Salvatore’s time has been set to be
Rejected, Mary Ann Simons’ time has been set
for Resubmission and Michelle S. Dickerson’s
time has been set for Approval. Once you click
the Save button the time will be processed
accordingly.
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After clicking the Sawve button
from the previous screen, you
will see the completion screen.

I dpprove Tirme by Manager

| 3¢ u)

A Coamplafed
In this example: -

« William J. Salvatore will have

to enter his fime and re-
submit it |“"1“1ﬂ' you want to do next?

[ Your data has been saved

+ Michelle 5. Dickerson's time
will be approved.

* Mary Ann Simons' tirme will
remain in your queue for
further evaluation,

To go ahead and take a closer
look at Mary Ann Simons' time,
click the Approve Additional
Waorking Times link.

After clicking the Save button from the previous
screen you will see that you have completed
the time approval process.

In this example, William J. Salvatore will have to
enter his time and re-submit it. Michelle S.
Dickerson’s time will be approved and Mary
Ann Simons’ time will remain in your queue for
further evaluation.

Let us take a closer look at Mary Ann Simmons’
time. Click the Approve Additional Working
Times link.
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Aftar clicking the Approve Additional Waorking Times link yvou will be taken back to Step 1 of
the time approval process.

Motice that Mary Ann Simons is the only employee listed at this paint, This occurs whean
you use the Resubmit option which kept her time In your guaue.

Also notice that the View defaulted back to Simple View — Weekiy,
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After clicking the Approve Additional Working
Times link you will be taken back to Step 1 of
the time approval process.

Notice that Mary Ann Simons is the only
employee listed at this point. This is because
we used Resubmit, which kept her time in your
queue.

Also notice that the View defaulted back to
Simple View — Weekly.
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Mary Ann Simens is required to use Charge Objects when she anters time.

To accurataly review her time submission, you should first change the View of her fime to
Daily View — With Cost Objects,

Once completed. click the Review buttan,
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Mary Ann Simons is required to use Charge
Objects when she enters time.

To accurately review her time submission, you
should first change the View of her time to Daily
View — With Cost Objects.

Once completed, click the Review button.
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Aftar clicking the Review button, Mary Ann Simons’time is displayed with tha charge
objects used. The screen below has been split to highlight the important areas

When viewing in Manager Self Servica, you may have fo scroll horizontally, After reviewing
the time, click the Save button if you approve of the tima submission.

After clicking the Review button from the
previous screen, Mary Ann Simons’ time is
displayed with the charge objects she used. For
space purposes the time display graphic below
has been split to highlight the important areas.

When viewing in Manager Self Service, you may
have to scroll horizontally. After reviewing the
time, click the Save button if you approve of the
time submission.
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Add Time Approval Simulation.
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- Access and administer employee time submissions
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Lesson 3 Summary

You should now be able to:

- Access and administer employee time submissions
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- Access and administer employee leave requests
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Lesson 4 Learning Objectives

Upon completion of this lesson, you should be able to:

- Access and administer Employee leave requests
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To approve your employee’s leave requests,
you have two options

+ Click on their name from the Tasks tab on
the Universal Worklist (Manager Self Service
home page), or

+ From the Detailed Mavigation area {on the
right), you can expand the Employee
Waorking Times folder found in the My Team
folder, then click Approve Leave Request.

When your employees submit leave requests
to you through Employes Self Service, their
request is sent to Manager Self Service for
yaur approval

LV B

I Detnlied Navipation

w0 My Work Overview
« Tasks and Aloris
= L3 My Team
= Toam Overvew
= [7 Empioyes ifommalian
= Genersl informalicn
& Compenastion information
w [ Egloyss Working Tanes
= Agprove Time Shest Datn
» |Agprove Leave Reguesls |
= Tienm Casnoar
[ Travel Management
= Aspreve Trpa snd Expenses
[ My Drganizahon
= Siart Deganizalonal Process
« Bearch Organcratonal Frocess
» [ My Repans
= Reporimg

To approve your employee’s leave requests, you have two

options:

*you can click on their name from the Tasks tab on the
Universal Worklist (Manager Self Service home page) or

from the Detailed Navigation area, you can expand the

Employee Working Times folder found in the My Team folder,

then click Approve Leave Request.

When your employees submit leave requests to you through

Employee Self Service, their request is sent to Manager Self

Service for your approval.
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Once you have accessad
Approve Leave Requests, you |
will see a list of the employess |
who have submitted requests
o you in the Bequests Waiting
for Approval table.

By clicking the blank colummn
naxt to an employea's regueast,
you will see their detailed
request.

Additional information provided
includes the employea's
various leave guota balances.
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Aftar reviewing tha requeast, you
can Approve it, Reject it or take
no action and the request will
remiain in the quaus until you
decide to take action

Once you have accessed Approve Leave Requests , you will see
a list of the employees who have submitted requests to you in
the Requests Waiting for Approval table.

If you click the blank column next to an employee’s request,

you will see their detailed request.

Additional information provided includes the employee’s

various leave quota balances.

After reviewing the request, you can Approve it, Reject it or take
no action and the request will remain in the queue until you

decide to take action.
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If you approve the
request, you will be

Apprive Leave Hequeats

taken to the second i ] .
step of the leave Eapiay med Bt Review mnd Send
app rl:“lr-al prDCESS. Elary Arm Srmans fas requesied the fdlmwmg Inoen:

TyosofLegve & Annasl Leaes
fal i} an Werny, Dolober 16, 2005

During this step the
employee's request is
displayed again.

To approve the reguest,
click the Approve
Request button.

If you chose to Approve the request, you will be taken to the
second step of the leave approval process.

During this step the employee’s request is displayed again.
If you approve the request, click the Approve Request button.
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that you have Completed the leave approval process for that

Approve Leave Requests

SEEIS

After approving the reguest,
you will see a screen
indicating that you have
Completed the leave
approval process for that
employee,

I Approwe Leave RBequests

m You have spproved tha lasve request.

What do you want 1o do next®
Ssurnye Angier Absgnce

(3]
Complgted

You have approved th following leses requarst:

Reguesier Hary &nn Simess
Typs pf Lasve & Assow LEave
Caie on Honday, Qeteder 16, 2008

employee.

3/26/2010

© State of South Carolina

Page 51



MSS 100 MySCEmployee Manager Self Service HR/PY

Approve Leave Request SGEIS

Add Leave Approval Simulation.
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Lesson 4 Summary

You should now be able to:

- Access and administer employee leave requests
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Lesson 5 Learning Objectives

Upon completion of this lesson, you should be able to:

- Understand how to access and view the team calendar
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The Team Calendar can be accessed in
two ways:

= From the Detailed Navigation area, you
can expand the My Team folder and
click the Team Overview link.

+ Also from Detailed Mavigation area, you = [ Employes Warking Tines
can expand the Employes Working = Agprove Time Sheet Drtn
Times folder found in the My Team * Wm"‘“w
folder, then click Team Calendar ,Dm,

= Anpreys Trps snd Expenges
=11 My Srganizaten

The Team Calendar can be accessed in one of two ways.

*From the Detailed Navigation area, you can expand the My
Team folder and click the Team Overview link.

*Also from the Detailed Navigation area, you can expand the
Employee Working Times folder found in the My Team folder,
then click Team Calendar.
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The Team CalendanTeam Overview displays scheduled absences and pending leave
requests for your employees for the current month.

Othar monthly views can be displayed by selecting a manth from the drop-down menu
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The Team Calendar/Team Overview displays scheduled
absences and pending leave requests for your employees for
the current month.

However, other monthly views can be displayed by selecting a

month from the drop-down menu.
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@ You should now be able to:
— Understand how to access and view the team calendar
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Lesson 5 Summary

You should now be able to:

- Understand how to access and view the team calendar
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@ Upon completion of this lesson, you should be
able to:

— Create a substitution
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Lesson 6 Learning Objectives

Upon completion of this lesson, you should be able to:

- Create a substitution
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Managers can identify a substitute to have the items in your Universal Worklist (Manager
Self Service home page) sent to that person to make temporary approvals in your
absence,

To assign a Substitute, scroll to the upper-right portion of the worklist and click the = icon.
Then select Manage Substitution Rules as shown in the graphic.

Mote: Substitutions only work for ilems in the

Univarsal Warklist (e.q_. leave and trawval [ Create Tas | Soe. Fiors Hide Prevsfy = |
raquests), not for time approval, In a manager's B I i
absence, ime will need to be approved by the .= bt ;
agency's Time Administrator. Sap 27, | T e |
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If you are going to be away from the office for any period of
time, you can identify a substitute to have the items in your
Universal Worklist (Manager Self Service home page) sent
tothat person to make temporary approvals for you in your
absence.

To assign a Substitute, scroll to the upper-right portion of the
worklist and click the icon with three lines and a triangle in the
bottom right-hand corner of it. Select Manage Substitution
Rules as shown in the graphic.

Note: Substitutions only work for items in the Universal
Worklist, for example, leave and travel request, not for time
approval. In a manager’s absence, time will need to be
approved by the agency’s Time Administrator.
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Aftar clicking the Manage Substitution Rules you will sea the following window.

Note: If you already have a substitution rule in place it will be displayed in the table. One

aption is to tum the rule back on, Or, to continue the substitution process, click the Craate
FRule butten.

Manage Suatiution Rules
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After clicking the Manage Substitution Rules link from the

previous screen, you will see the Manage Substitution Rules

window.

Note: If you already have a substitution rule in place it will be

displayed in the table. Or, to continue the substitution process
by clicking the Create Rule button.
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This screan will allow you to define which tasks you want to assign your substitute.

In the | Want the Nominee To area, select Receive My Tasks or Fill in For Me. In the
example below we selacted Receive My Tasks. Then click the Next button,

Create & Substitution Rule
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After clicking the Create Rule button, you will be directed to a
screen that allows you to define which tasks you want to assign

your substitute. In the | Want the Nominee To area, select

Receive My Tasks or Fill in For Me. In the example shown, we
selected Receive My Tasks. Then click the Next button.
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Mow, you will need to identify
your substitute by searching for
his or her name.

In the example shown, we search ||

for ESSTRAIN4 and the name
appears in the Current Selection
list,

Click the far-left column beside
the name and click the Apply
button.

A )

—————]

After clicking the Next button, you will need to identify your

substitute by searching for his or her name.

In the example shown, we search for ESSTRAIN4 and the name
appears in the Current Selection list.

Click the far-left column beside the name and click the Apply

button.
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Next, the Nominee's (substitute’s) name appears in the Nomines field.

In this example, esstraind appears. If this is what you intended, click the Mext button.

Create a Substitution Rule
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After clicking the Apply button, the Nominee’s (substitute’s)
name appears in the Nominee field.

In this example, esstrain4 appears. If this is what you intended,
click the Next button.

3/26/2010 © State of South Carolina Page 65



MSS 100 MySCEmployee Manager Self Service HR/PY

Substitutions SGEIS

Aftar clicking the Next button, you can identify if you want the substitute to begin
receiving your items At Once, or you can specify a specific Date.

After identifying when the rule should be activated, click the Save button

Creats a Substitution Rule

YEu CEn delne WHOD LIS you Wl ih 555G 12 B romnes Fou can einer ke e nemeds seCere Yool 1S | o snanpie, when ¥ou g3 N vicien|
ar you £an alow the nomeee 1 T 0 tor you | far example. in cass you are paenpatiedy sl

—

Deding Ruia el Ruls Actrvation

Gn wmewg, rers fhe folowng muks g fe O - Tha rgle wil be erabisd
*  AlOnoo
o [ <)
Tt = Tha rula vl naf e enabied
Taw car tam the rue an or of of ey tes ar e Sutaiiuion Aoiey daragemen! scresen

After clicking the Next button, you can identify if you want the
substitute to begin receiving your items At Once, or you can
specify a specific Date.

After identifying when the rule should be activated, click the
Save button.
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To resume your approval responsibilities, use the Turm OF feature found in the My
Substitution Rules area.

If you are out of the office again, instead of going through the steps just identified, you
can go to this work area and Turn On the rule.

Manage Substitution Rules
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Once you are ready to resume your approval responsibilities,
you can use the Turn Off feature found in the My Substitution
Rules area.

If you are out of the office again, instead of going through the
steps just identified, you can go to this work area and Turn On
the rule.
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Add Universal Worklist (Substitution) Simulation.
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Lesson 6 Summary

You should now be able to:

- Create a substitution
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LESSON 7: View Organizational Profiles
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able to:

- Access organizational profiles

™

Lesson 7 Learning Objectives

Upon completion of this lesson, you should be able to:

- Access organizational profiles
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To access the Organizational Profile from the
Detaited Mavigation area, you can expand My
Organization falder, then click Organizational
Profiles

You can use the Organizational Profiles to display
details of your organizational unit (department), as
welt as the lower-level organizational units under
your area of responsibility

You can also display a Position Profile from within
the Organizational Profile page. The positions for tha
Organizational Unit are displayed as an active link.
When the position link s salected, a new page will
launch to display the detaits of the selectad position.

The list can be sorted on any column, Ta sod, click
the arrows to the rght of the column name

Additional displays can be used via the 'Filter' button.

Pk =
Detnlied Navipation

=3 My Work Overview
= Tasks and Alerts
» L3 My Team
= Toam Overvew
=[] Empioyes ifosmalian
= Genersl informalicn
« Compensstion information
= [T Efmglo s Warking Tenss:
= Agprove Time Shest Data
= Agprove Leave Requeats
= Team Casnoar
= [ Travel Management
= Appreve Thps and Expenses
[ My Drganizahon

To access the Organizational Profile, from the Detailed

Navigation area, you can expand My Organization folder, then

click Organizational Profiles.

You can use the Organizational Profiles to display details of
your organizational unit (department), as well as the lower-level
organizational units under your area of responsibility.

You can also display a Position Profile from within the
Organizational Profile page. The positions for the

Organizational Unit are displayed as an active link. When the
position link is selected, a new page will launch to display the
details of the selected position.

The list can be sorted on any column. To sort, click the arrows
to the right of the column name. Additional displays can be
used via the 'Filter’ button.
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You can use the Organizational Profiles tool to display details of your arganizational unit
{department), as well as lower-level organizational units under your area of responsibility.
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You can use the Organizational Profiles tool to display details
of your organizational unit (department), as well as lower-level

organizational units

under your area of responsibility.
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On the top of the Organizational Profile page, select the Organizational Unit whosa

information you want o review.

As in other Manager Self Service applications, the Organizational Unit's information will

be displayed on other parts of the page.

As an example, select Agrcultural Services Division, and that unit's information will be

displayzd on the next page
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On the top of the Organizational Profile page, select the

Organization Unit whose information you want to review.

Like other Manager Self Service applications, the Organizational

Unit’s information will be displayed on other parts of the page.

For example, if you select Agricultural Services Division, that

unit’s information will be displayed.
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The unit's information is now displayed and it includes:

= Accounting information, and
= Position Holder information.

Click the position title in the Pasition Holders area to see additional detalled information.
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After identifying the Organizational Unit on the top of the
screen, that unit’s information is displayed, to include
Accounting information and Position Holder information.

Click the position title in the Position Holders area to see
additional detailed information on a position.
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The Positicn Holders information specific to that position 15 now displayed and includes
information on the following: Position Description, Accounting, Compensation,
Employee who holds the position, Cost Distribution and Employee Group.
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After clicking on one of the Position Holders, information
specific to that position is displayed and includes information
on the following: Position Description, Accounting,
Compensation, Employee who holds the position, Cost
Distribution and Employee Group.
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Lesson 7 Summary

You should now be able to:

- Access organizational profiles

3/26/2010 © State of South Carolina Page 77



MSS 100 MySCEmployee Manager Self Service HR/PY

SWEIS

South Carclina Enterpasa information Systam

LESSON 8: Reports

LESSON 8: Reports
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Lesson 8 Learning Objectives

Upon completion of this lesson, you should be able to:

- Access and run select reports
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=3 Wy Work Dverview
=3 My Team

= Team Dvervew
To access manager reports from * 3 Emplbyee Information
the Detailed Navigation area, SRR
expand the My Reports folder and w0 Emgilsyss Werking Trmes
then click Reporting. = e

+ [ Travel Management

= Approve Trigs and Expenses

=1 Uy Organizaton:

+ Drganizabibnai Frofies

= St Qrgancabons Process

» Search Crganizational Pracesa
=[O My Reports

=

To access manager reports from the Detailed Navigation area,
you can expand the My Reports folder, then click Reporting.
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Step 1 of running a report is now
shown

5] i_ﬂ [
Select Rspori  Defns Ssicticn Crw

From the Select a Report or
Category area, you can choose

to view All Categories of :___ ',_'_.

reports, Employee Data reports <cresan iy e e

or Time Management reports. — et

| Persann wirs birete ]

s Tir Wy Vi Ll

In this screen, the manager has i T

chosen to review available Time

Management reports.

Once the type of report has been )
identified, click the Define [T T
Selection Criteria button,

After clicking the Reporting link from the previous screen, you
will be taken to step one of running a report.

From the Select a Report or Category area, you can choose to
view All Categories of reports, Employee Data reports or Time
Management reports.

In this screen, the manager has chosen to review available Time
Management reports.

Once the type of report has been identified, click the Define
Selection Criteria button.
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Step Two will now ask you to identify | ' 2
if you want to run the chosen report =
| f o -
eeloyese, T i e =
F ?EE Samct Amaod Btine Seinction Crtara Asport Rewsty
For All Employees- s ; T
: Feeed [To [=io C ig]
Click on the Select All button fo un i 7 F *__
the repart for all of your employees et (Dmac B =
e iz
For Some Employeas- [R— £ &
Hold the CTRL key as you click in the Mchele 5 ickerson  0QODSBES 3
columm next to each employee's | John O Arderaan | DGOD2ESE F
name whose information you want o | My Az Sewenn | Donnaear s
TEViEw Villam | Salepiee | O0033A58 F
| Thacsipre koo [l L EREA] )
Cnce you have identified the BEER . 0 EEE
employees(s) who yau want to run the
repart on, click the Report Result i e ey
butten 14 Proneus Steg | || Aegort e |
The report will open in a new window, an

After clicking the Define Selection Criteria button, you will be
taken to step two (Define Selection Criteria) in which you will be
able to identify if you want to run the chosen report on all or
some of your employees.

You can click on the Select All button to run the report for all of
your employees.

Or to run the report on select employees, hold the CTRL key as
you click in the column next to each employee’'s name whose
information you want to review.

Once you have identified the employee(s) who you want to run
the report on, click the Report Result button.

The report will open in a new window.
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Step three indicates that
the report has been
generated

From here, YOou can
Change selection criteria
or Select anather report,

|I Beparting
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Step three indicates that the report has been generated. From
here, you can Change selection criteria or Select another report.
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Lesson 8 Summary

You should now be able to:

- Access and run select reports
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COURSE SUMMARY
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@ You should now be able to:

- Log on and navigate within the MySCEmployee
Manager Self Service website

- View employee general information and compensation
information

- View the team calendar

- Approve employee time submissions and leave requests
— Create a substitution

— View organizational profiles

— Access and run Manager Self Service reports

L 13
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Please complete the course evaluation by
clicking the “Launch Course Evaluation”
button below.

Your input will help to shape future
enhancements to the SCEIS End User
Training Program

Please complete the course evaluation by clicking the “Launch Course Evaluation”
button below.

Your input will help to shape future enhancements to the SCEIS End User Training
Program
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